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[ FomacencYuse | [1. Agsacy Address | Fom RECORDSMANAGEI:H_AENT usE
Appllcltlon D.tl D s App-:cauon Numbar
epartment of Education
February 2, 1977 | Alto Evaluation and Education Center 77-—- bbb
Agslication Number , Alto, Georgia [Cata Recoived ~ Date Completed
] B s s o= D - - - IR - - e EE_B 1 4 1977 : l MAR - -_gf 1937
2. P.rsantoComact Working Title " Telophona Number
~ Mr. Otis V1ctr'um D1rector 778-6623
3. Action Requested LT T T e e
a. [ Estabusn Retention Schedule; record will continue to accumulate,
b. O Dispose of present accumulation; no furthar accumnulation anticipated. B
¢. .0 Amend Application No. ___ . Check One: 01 Change; [J Superceds; (I Void . ]
4. Datesof Series 5. Records Saries T‘tlo (foﬂowed by titls used in office, if differént) .
Earliest Latest "
1963 {to date Student Foner Files
-8.._6?;{:;5 and Office Funmon " What isfﬂ_\e' f'ufn:':;i'on of the Divisi'on and the Of?ice in which this record saries is created? |

INST RUCT IONS See Pubtmuon No 7B—RM—1 for mstruct.ens on comptetmg thls fc:rm Forward signed original to
Deparument of Archives and History, Recerds Management Dmsaon 330 Capitol Avenue, Atlanta, Georgta 30334

Amntlon Sched uling Sectlon

IEL o LT iearr———]

Alto Education and Evaluation Center provides academic and vocational
programs de51gned to equip youthful public offendet® with marketable
skills.

7 ﬁomrd s«ies Deswpt:on Th:s tile ¢ contains the fotlowrng documents (mcfude form numbers and tmes if any}
e ch samples of tha file.
: _Documcnts relating t9: Support1 ng documents on individual students at Al to Education
Lanatil and Evaluation Center.

Included are: Progress Reports, Achievement Tests, Transcript Information,
: Evaluation Data, Permission Sheet for Obtaining Transcripts
from Previous Schools, Student Withdrawal Request, and related .

. correspondence.
File is arranged: Alphabetically by student's name.
| Monthly Refersnce Rate ~ Haw often ars records refarred to which are: T
One to six months oid ___ 400 Seven to twelve months oid __*Y 400 . ..; Thirteen to twenty-four mcnths old ___§Q s
twanty-five months and oider __15 o
.h—-:.-.__... T e AL - - A——— h iR TH. A i T it i ar e ol
9. Annual Rats of Accumylation of Racords
Lettersize drawars _. 2 . . _;legalsizedrawers __ _ _:Shelves _ «:Other fspacity) —— e et e e

Cems e ommiro - - - - e st et aa B s P o VIS S ,.»_——J
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vEs | NO l 10. Mld;i_r;aira - iPiace an "X" in the proper column} L __?t - / i‘;:;_ &w::&
X a. Is this the ofﬁcxal copy of the ssries? :
M not. where is it? _ R - - R e
X

b ql‘ %hg contain confideiptﬁal mformanon requiring security handlmg? 14 \I'es, cite law or regulmon
-amily Privacy Act o

o b— - R : L M e i Mot AL i e

c. Is this a vital record?

ey s e———— - SRR - - R ST L A . ~amd T

d Does this series have hnstoncal or 'ong terfn research valae?

X

X - R
X
X

. When one or two documents in the file make it necessary to keep thn entire f:le for a long penod could thesa
| . wciocument: be scheduled separately? . — ,
it Is the information contamed in this serias ever. nuhhshed’ If vestmach coQyY. . R

1 o e Is the information ed is series ever analyzed apd/pr recprded i rized rt
8 T Bl Dol -l i T s A S S mf cedre n Z\cademic ‘record.
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R . T

X h, {sthers a dupiicanon of this series in your offtee, or in another office or agency?

I ou- 1 ves whera? . el
)( ml ... 18 this series {aramamr mman of ft) rauulaﬂv mmofllmad? e o o

1. l Does the record series result in a comouter orintout? B

11. Rmntkm thuluments Tha following requires tha series to be kept
‘s State Law — 0 ves d. Audit period e 0= vears.  *
b. Statuts of limitation —_ =0= . _years. o, Administrative need ___‘_.“5-_._A . Yyaars,
¢ Federal law — 0= . _years. f. Federal retention instructions _____=0=____ vaars.

Attach copy or excert of laws or regulations. Explain administrative need.

.~ Because of a possibility of readmission to the school, the records need to be kept
for five years. : .

- - R

[ 12, Appraved Disposition Instructions  This agency recommends that the file series be cut off at the end of sach:
' O Calendar Year; ) Fiscal Year; & Other See below  hen

O Hold in the current filesarea ___ . _ month(s} _ _ — year{s); then
O Transfer to local holding area; hald __. . _year(s); then

O Transfer to State Records Canter; hold . __ . _year(s): then
'Q Oestroy. .

O Transter to Stata Archives for permanant retentlon .

m Othur {Seecity)

Upon the student leaving school, by graduation, parole, re]ease, withdrawal, transfer,
death or any other way, remove fﬂe from active files, place in the 1nactwe files, '
cut off the inactive file at the end of the school year' hold in the Current Files -
Area for five years, then destroy.

Thes instructiom apply to all prior and future accumulations of the series.

- |_Records Managament Of-flcer (S-gnature! o r ..m:d‘lt;::
o (. Npeandrd Z%’ l Q/2/77
, . State Records Co ittas fSIgnatum/ Date
Recommendations in pﬁ{ y T ) N
graph 12 are approved. State Audisor/Designee f}‘ 2 77
(If disapproved, artach letter [ 4 - - AV SR AN
of explanation.) Secrets State/Desigrea | k_‘/ el M,g/\'pl\ [Z-'J.‘o" 2N

/},’_ ; ) -/-) 7 - . o . SR I N
Attornay Gereral/Designee ,,./ B
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